This page updated April 3, 2006

i Instructions for Making On-line In-State Travel Reservations

Employees may now make on-line reservations for contract airlines and rental cars. In addition,
hotel reservations can be booked on-line so long as a personal credit card is used when traveling
in-state. Because travel agents are familiar with savings through routing, out-of-state and
non-routine in-state reservations should continue to be made by contacting a travel agent at
(800) 748-6655.

Please note that the ResX program has a “pop-up” emalil itinerary feature appearing on the page
after a reservation has been made. The pop-up box appears after clicking on “email itinerary” and
asks for the email address or addresses to send a copy of an itinerary to. To use this feature, you
must click on Tools, click on “allow pop-ups for this site only” when you are on the itinerary page.

If the traveler or travel planner needs an Airline Trip Locator Number for an on-line boarding pass,
click on “Virtually There” (a feature that appears on the page after purchasing airline tickets).
Enter the Trip Locator Number obtained from your Travelstore Incorporated’s (Inc.) itinerary and
the email address of the traveler. A new itinerary appears that indicates the Airline Trip Locator
Number you will need to obtain an on-line boarding pass.

«»» Setting up a personal profile

% Instructions for travel planners (Employees making reservations for other employees)

When making on-line travel reservations, it is important to remember to:

» Use your work (Air Resources Board) email address as your Member ID.

» Cancel flights before flight time by calling TravelStore, Inc. at (800) 748-6655.
» Cancel hotel reservations when trip is canceled.
>

Call TravelStore, Inc. if making reservation changes as reservations cannot be
revised on-line.

Y

Not make reservations too far in advance.

> Not trade or hold tickets for future flights.



Accessing ResX

Using your Internet browser navigate to http://www.travelstoreusa.com. Click on the RESX LOGIN
button located at the top right corner of the page.

TravelStore: Worldwide Travel Experts, Master Travel Planners - Microsoft Internet Explorer.
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http://www.travelstoreusa.com/

Logging into the system

New Users (first time only):

Member ID:

Existing Users

Password:

Member ID:
Password:

ARB-traveler
[this remains blank]

[your e-mail address]
[as setup during first login]

<A TravelStore: California travel agency, Los Angeles travel agency - Microsoft Internet Explorer
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The first field on the User Setup page asks for your e-mail address, enter your e-mail address
here, this will be used as your “Member ID” for all subsequent logins to ResX. This field captures
the e-mail address to be used as a “Member ID” only; it is not used for communication purposes.
If you are building a profile for another person be sure to enter their e-mail address in this field, not

your own.

After completing the User Setup page click the Save button at the bottom of the page. The next
page will allow you to set a password for all subsequent logins to ResX.



Setting your password

Enter your desired
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Note: The password may be any combination of letters or numbers but must contain at least 4

characters.



Welcome Page

After the user setup is complete the” Welcome Page” will appear. From the “Welcome Page” you

can continue completing your personal profile. Simply click on the PROFILE link listed at the top
right corner of the page.
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Modifying your profile

To modify your profile simply select the Profile link located at the top right hand corner of the
page. Select from the various links provided to modify particular sections of the profile.

a Profile - Microsoft Internet Explorer
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Personal Information

This section captures your name, home address, work address, phone numbers, emergency
contact information, passport information, and any required information for your company.

a Profile - Microsoft Internet Explorer
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Modifying Travel Preferences

This section allows you to specify your preferred airlines, class of service, meal preference,
seating priority, time window (used to determine how many flight options to provide when a flight
search is made), default origin city, whether penalty fares or connections are acceptable, car

preferences, hotel preferences, etc.

a Profile - Microsoft Internet Explorer
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Note: Your company travel policy may not allow all options may be available or visible.



Adding Membership Numbers

This section allows you to enter your frequent flyer numbers, car program numbers, hotel program
numbers, and specify loyalty associations for those numbers.
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Modifying Display Options

This section allows you to customize how data from ResX appears when it is returned to you.

2} Profile - Microsoft Internet Explorer
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Billing Information

This section allows you to enter the various credit card numbers that you use for travel purposes.
You can specify that one card be used for air/car/hotel, or specify individual cards for each
particular type of travel.
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Note: Your company preferred method of payment may already be entered for you and can
not be modified.



Changing password

This section allows you to set a new password at anytime.
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Travel Planners

This section allows you to specify others within your company that you wish to authorize to book
travel on your behalf, modify your profile, or have access to your existing travel plans. If you are a
travel planner you must first set-up your own personal profile as a travel planner. Travel planners
making the first reservation for an employee, must also develop a personal profile for each
traveling employee if they have not specified you as their travel planner. Use the employee's ARB
email address for the Member ID. When the travel planner (or the traveler) designates a travel
planner in the traveler’s profile, travel planners are able to make travel arrangements for the
traveler using the travel planner’s logon by selecting the traveler on the “Planning for” drop down
menu located to the left of the page after logon. ltineraries can be sent to the travel planner if
desired by entering the travel planner's email address as a secondary email address when setting
up the personal profile or after reservations are confirmed when you select the "email itinerary"
option. Please note that the ResX program has a “pop-up” email itinerary feature appearing on
the page after a reservation has been made. The pop-up box appears after clicking on “email
itinerary” and asks for the email address or addresses to send a copy of an itinerary to. To use
this feature, you must click on Tools, click on “allow pop-ups for this site only.”
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Note: If you have an administrative staff member that needs access to your travel information or
may need to book your travel then you must add them to this section otherwise they will not be
able to view or book travel on your behalf.



Reservations

Air

Making a reservation is easy...simply select the appropriate icon; air, car, or hotel, ResX
automatically assumes a round trip unless One Way or Multiple Cities is selected. Populate the
requested information and click BT Resx wil also automatically assume that a car

and hotel are needed (unless you select the “This trip is air only box”) and will present those
options to you without the need for you to enter additional information unless you need to change

some of the parameters.

<&} Travel - Microsoft Internet Explorer
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Reservations

Car

If you only need a car reservation, simply select the car icon, populate the requested information

and click .
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pages where RESH provides its
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® If you have any functionality
concerns, guestions, or
suggestions for RESK, click the
Feedback link

o To communicate with your
travel counselor, click the
Cantact Travel Agentlink.

® | you click the Reseneor
Sefectbuttons when you are
looking &t availability, you have
made & reservation. Air
reservations will MOT be ticketed
urtil you have clicked on
Purchase Now.

® Reservations with no air
reservations do not need to be
ticketed, therefore, you will not
be presented with a Purchase
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Reservations

Hotel

If you only need a hotel reservation, simply select the hotel icon, populate the requested

information and click .
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Pick-UpDrop-Off: O Same Location

M 1: Search

Car Home

Where do you want to pick-up the car?

Locatian I

Example: Los Angeles of LAX

HOTEL @

Different Location

Off Airport Location

When do you want the car?

Pick-up datel

| selecttime x|

Dirop-off datel

|Se\eclt\me j

Example: 01421104 jan 21, 21 jan, or use calendar
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Change Travel Preferences

View Travel Policy

RESX Tips

® Do nat double click in RESX
®  Aviid using your browser's
BACK button, especially on
pages where RESH provides its
own B4 CK button.

® If you have any functionality
concerns, guestions, or
suggestions for RESK, click the
Feedback link

o To communicate with your
travel counselor, click the
Cantact Travel Agentlink.

® | you click the Reseneor
Sefectbuttons when you are
looking &t availability, you have
made & reservation. Air
reservations will MOT be ticketed
urtil you have clicked on
Purchase Now.

® Reservations with no air
reservations do not need to be
ticketed, therefore, you will not
be presented with a Purchase
Nowbutton for caror botel anly
itineraries.

® The airfare for aticket which
has been submitted for purchase
iz not guaranteed until the ticket
haz actuslly been issued.

powered by FES X
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System Responses
Flight options

Options are presented in an easy to read format and can be sorted by selecting from the “Sort
Options” drop down list. To select a particular set of flight options simply click the Select link off to

the left side. To view more flights, or mix and match flights select the EERMEEEICL
button.

inerary Home - Microsoft Internet Explorer - |ﬂ|5|
File Edit ‘Wiew Favorites Tools  Help | t.
.Y . ( o). ; 5 LR Jd - ﬁ
Q- O 11 (2 (] e e @[5 - I B B
Address @ hittp: {fusme. resxc. comjed 2 TtineraryHome  aspx?WhM=RE SXPRODC&pagehistoryid=Pec329F-350a-4541 -bede-df6cScaThl 7h | Go
~

= Help = Feedhack » Contact Travel Agent = Privacy Staternent = Logout

CAR HOTEL @ TRIPS & TEMPLATES ® PROFILE

Hapy Traveler
W 2: Availability

Priced Air ltineraries (%) d search | ¥ Email

VIEW FLIGHT

Sort Options: | Price 'I

Los Angeles, CA (US) to Chicago O'Hare Int'l Airport to Los

Angeles, CA (US) Airfare: USD 238.40  Penaly: Yes View Rules

Airline Depart Arrive From To Stops
United Airlines
Flight #104 Equipment. 319 8:00 am 2:04 pm Chicaga O'Hare Int!
Loz Angeles, CA (LAK a
Booking Class: Wed, Aug 24 Wed, Aug 24 = ' ( ) Ajrport (ORD)
Select Coach/Economy (5}
United Airlines Seat Map
Flight #107 Equipment: 319 9:00 am A:23am  Chicago OHare Intl
3 . Los Angeles, CA (LAX a
Booking Class: Sun, AUy 28 Sun, Aug 28 Airport (ORD) & LAx)
Coach/Economy (S)

Wigww Rules  More Detail

Los Angeles, CA (US) to Chicago O'Hare Int'l Airport to Los

Angeles, CA (US) Airfare. USD 238.40 Penaly: Yes View Hules

Airline Depart Arrive From To Stops
United Airlines
i i 6:30 am 12:25 pm i ' {

F\lght. #00 Eq.ulpment 763 p Los Angeles, CA (LAX) Chl:agn O'Hare Int'l 1
Biooking Class: Wed, Aug 24 Wed, Aug 24 Ajrpart (ORD)

Select | Coach/Economy (Sh
United Airlines Seat Map
Flight #101 Equipment: 319 6:00 am 8:15am Chicago O'Hare Int'

) . Los Angeles, Ca (LAY, a

Booking Class: Sun, AU 28 Sun, Aug 28 Airport (ORD) 2 E )
Coach/Economy (5)

Wigww Rules  More Detail

Los Angeles, CA (US) to Chicago O'Hare Int'l Airport to Los

Angeles, A (US) Airfare: USD 238.40 Penalby: Yes View Hules

Airline© Depart Arrive From To Stops
United Airlines
Flight #104 Equipment 319 8:00 am 2:04 pm Chicago O'Hare Int!
. Los Angeles, CA (LAK . a
Biooking Class: Wed, Aug 24 Wed, Aug 24 e (LAK) Ajrpart (ORD)
Select Coach/Economy (5)
United Airlines Seal hap
8:00 am 10:05 am ' '
F\lgh‘t_ #854 Equipment: 763 Chlcago C'Hare Int'l Los Angeles, G (LAX) o
Booking Class: Sun, AU 28 Sun, Aug 28 Airport (ORD) LI
PNy Pry
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System Responses

Car options

Options are presented in an easy to read format. To select a particular car company simply click
the Select link off to the left side.

nerary Home rosoft Internet Explorer - |ﬂ |5|
File Edit W¥iew Favorites Tools Help | ”
eBaEk'@'B @ é|pSearch MFavUntes @|B'“ﬂ @ 'Dmﬁ é% <ﬂ
Address IE htkp: ffwnn resx, comfvd. 2 [ TtineraryHome, aspocrwiM=RESxPRODCEpagehistoryid=842F2bc-22ae-4d86-620c-6326bal55esh j Go
~

* Help = Feedhack = Contact Travel Agent = Privacy Staternent = Logout
CAR HOTEL @ TRIPS & TEMPLATES ® PROFILE

Happy Traveler

W 2: Availability

Car Availability |

The following cars are available for reservation. continue without car

Pick-up location: Chicago O'Hare Int'l Airport (ORD) Drop-o1f location: Chicago O"Hare Int'l Airport (ORD)
Pick-up date: Wednesday, August 24, 2005 Drop-off date: Sunday, August 28, 2005

Car Company Rate
Select Erterprise Cars The daily rate iz USD 32 .00
Location: In TerminaliShuttle The total rate is USD 15379

Wiew Rules  Mare Detail  ehicle Types

Car Company Rate
Select Alamo Rert-A-Car The daily rate iz USD 34 21 —
Location: In TerminaliShuttle The total rate is USD 164 21

Wiew Rules  Mare Detall  Wehicle Types

Car Company Rate
Select Alamo Rert-A-Car The daily rate is USD 40.11
Location: Shuttle To Car The total rate is USD 192.06

Wiew Rules  Mare Detail  ehicle Types

Car Company Rate
Select | nis Rent-A-Car The daily rete iz USD 44,99
Location: In TerminaliShuttle The total rate i USD 21510

Wiew Rules  Mare Detall  Wehicle Types

Car Company Rate
Select Avis Rent-A-Car The chaily rate iz USD 44 93
Lacation: In Terminal/Shuttle The total rate is USD 21510

Wiew Rules  Mare Detall  ehicle Types

rCar Coamnany Rate LI

) start| B Resx Trairing - Mcrosoft... |[&] tinerary Home - Micr... « |72] &4 VEQ) 12:05PM




System Responses
Hotel options
Options are presented in an easy to read format and can be sorted by selecting from the “Sort

Options” drop down list. To select a particular hotel simply click the Select link off to the left side.
Hotels work a little differently as compared to air and car because of the number of rates and

room types each hotel may have available to choose from, therefore you must click Select in
order to view room descriptions and rates.
tinerary Home - Microsoft Internet Explorer ;Iilll

File Edit Wiew Favorites Tools Help

Q- © - 1x] 12) (] D v @3- 2 - JOIE B B

Address @ hikkp: f e, resi, comivd, 2 [TtineraryHome, aspowM=RESEPRODCEpagehistoryid=6a724b7f-f012-4c44-acb2Z-e61 226630889

Happy Traveler

=Help = Feedback « Contact Travel Agent = Privacy Staternent = Logout

CAR

B 2: pvailability

Hotel Availability

HOTEL

Ejstartl ResX Training - Microsoft, ,, I @ Itinerary Home - Micr...

#TRIPS & TEMPLATES e PROFILE

« @

'

The following hotels are availahle at the listed price range(s) continue without hotel
Chicago O'Hare Int’l Airport ﬂ
Check In. Wednesday, August 24, 2005 Check Out: Sunday, August 28, 2005 View Mapped Options
Hotel Name / Chain Address Details
: Reference Rate:Min USD 75.00 /
Select | ot Lisia At Corparatum (Hysit Hotels) 1400 Corporetum Dr Mt USD 230.00 )
Phone: 530-852-1234 ’ Mz
j Lisle, llinois 60532 i N MEp
Fayx: 630-852-1426 " ™
Distance: 15 Miles
Mare Detail  Hotel Information Back To Toy
Hotel Name / Chain Address Details
. Reference Rate:Min USD 79.00/
Select Eﬁs::‘gz%ﬁ’;‘;asgonugamm" (TS ) 1909 SPRING ROAD Max USD 189.00 (%)
_— » Qi BROOK, IL 60521 Fating Unknowan i)
Fayx: B30 573-1133
Distance: Unknown
More Detsil  Hotel Information Back To Toy
Hotel Hame / Chain Address Details
. Reference Rate:Min USD 79.00 /
Select | et Deerfield Morth Shore (Hyet Hotels) 1750 Lake Cook Rd Max USD 219.00 )
Phone: B47-945-3400 i~ M|
) Deerfield, llinals 60015 Rating GETD
Fax: 647-345-3563 " -
Distance:1 2 Mile=
hiore Detsil  Hatel Informetion Efick To To
Hotel Name / Chain Address Details
Reference Rate:Min USD $9.00 /
Select gnznl‘_’?g'nﬂg";; égg;ﬂ Hatels) 2815 Jorie Blvd Mt USD 355.00 )
. ey Oak Brook, linais 60523 Pt N Mep
Fayx: 630-990-5828 " .
Distance: 10 Miles LI

@ 1z05FM



Itinerary

After making all selections the complete trip itinerary is displayed. From this point you may either

=SI=ISAV/ =R BRINISIZVNEQ] or purchase the airline

tickets and reserve the car and hotel by selecting [[{EI{®{gVA¥1=RNO1L].

hold this itinerary as a reservation by selecting

Q-0 HEAGILKHO

iy
|.'t g X

Happy Traveler
Fi 1:Search T 2: Availability

W 3:ftinerary 0 Confnmation

(7) ox = hal
Ajrfare: USD 238.40 Penalty: Yes
Estimated Car Cost: USD153.79 + applicable fees
Estimated Hotel Cost: USID 596.00 + applicable Tees
Estimated Total Trip Cost: USD 988.19 + applicable taxes and fees
Los Angeles, CA (US) to Chicago O'Hare Int'l Airport
Airline Depart Arrive From To Stops
United Airlines
i i 8:00 am 2:04 pm i g {
Flight #104 Eq%,upment Eat ] p Los Angeles, CA (LAX) Chicaga O'Hare Int'l 0
Biooking Class: Wed, Aug 24 Wed, Aug 24 Airpart (ORD)
CoachEconomy (S)
Car Company Pick-Up Drop-Off
. Wiiedd, Ay 24 Sun, Aug 28
E E;’tceart?;:ielnc::minalﬂhuﬂ\e Chicago O'Hare Int'| Airport Chicago O'Hare Int'| Airport
) [ORL) (ORD)
. " Rate: USD 32.00 per day
Type of CarIntermediate 2 or 4 Door USD 15%.79 total
Hotel Hame / Chain Check-In Check-Out # Nights
m Wed, Aug 24 Sun, Aug 28 4
Hyatt Lisle At Corporetum (Hystt Hotels)
1400 Corporetum Dr Reference Rate:Min USD 75.00 / Max USD 230.00
Lisle, llinois 60532054 Fate:USD 149.00 per night
A A 4 J
Distance:1 5 Milss
Chicago 0'Hare Int'l Airport to Los Angeles, CA (US)
Airline Depart Arrive From To Stops
United Airlines
Flight #107 Equipment: 319 9:00 am A:23am  Chicago OHare Intl
) . Los Angeles, Ca (LAY, a
Booking Class: Sun, AU 28 Sun, Aug 28 Airport (ORD) 2 E )
Coach/Economy (5)
RESERVE ITINERARY PURCHASE NOW

#TRIPS & TEMPLATES e PROFILE

-

Note: After selecting or you will be taken to a
confirmation page and will be provided with a “Trip Locator”. This trip locator does not
indicate that airline tickets have been purchased, only that a reservation has been held. If
you wish to purchase airline tickets then you must select the [N RCEISSSIMON button. All
fares are subject to change until actually purchased. If the traveler needs an Airline Trip
Locator Number to obtain an on-line boarding pass, click on “Virtually There,” enter the

Travelstore’s Trip Locator Number and the traveling employee’s email address.

An

itinerary should appear giving the Airline Trip Locator Number needed to obtain an on-line

boarding pass at the airline website.



